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Receivable Facility Tenant Overview

Receivable leases are subleases and may be associated with a leased or owned facility. Receivable
leases are created in FPMT by the master lease holder or owning agency. While this process covers the
majority of receivable lease data, the tenant agency is responsible for populating workstation and
occupancy data in the Space table as part of the Six-Year Facilities Plan baseline data collection process.

This job aid provides step-by-step instructions for reporting user and workstation counts via FPMT.

Workstation and occupancy data is due to OFM by June 23, 2022.

Agencies must have the FPMT Facilities role to enter workstation and occupancy data.

Tenant agencies will notify OFM that their data is complete via FPMT.

If you need to create a new FPMT account, please refer to the Request New User Account job aid.

For instructions on how to reset your password, please refer to the Reset or Change Password job aid.
For help with FPMT, please contact the OFM Help Desk at HereToHelp@ofm.wa.gov or (360) 407-9100.

For questions about OFM'’s reporting cycle, please contact OFM Facilities Oversight and Planning via
ofmfacilitiesoversig@ofm.wa.gov.
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Navigate to the Space Tile

1. Open the Data Explorer module.

2 Select the O search button on the
data explorer tool bar.

3. Select Flterby ~ and choose
Spaces.

4. Select Refine by~ and choose Tenant.

5. Select your agency from the list

=>You can filter the list by typing in
the box.

6 select I
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Data Explorer

Begin here to search, analyze, and drill down into your data

@Hlstory O‘Search ?Fllter Selections

R

= Starting Point

Navigate all data

Search o

M - Enter text to search

€ 'S Spaces (13032) A

Tenant

Q Equals - -

Add criteria

Refine by «
SEARCH Explain Clear All

Clear Sort~

Enter text to filter

House of Representatives - 011

Senate - 012

Joint Transportation Committee - 013

Joint Legislative Audit and Review Committee - 014

Legislative Evaluation and Accountability Program Committee - 020

Office of the State Actuary - 035
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Enter Workstation and Occupancy Data

1. Select the = menu button on the

. APA - 0007
Space tile.
Space
2. Select /e EJnique Facility ID APA - 0007
Agenc:y: Departm Space
Lease Number:
Manage [
Select ﬁ Documents (0)
@ Open E Photos (0)
/’ Edit Iﬂlj Reports
m Delete
) Number of Offices (2)
3. Add or update data for the following
fields:
. Number of Cubicles (2)
=  Number of Offices
= Number Of CUbICIeS Number of Touchdown Spaces (3)
= Number of Touchdown Spaces
= Refer to any unassigned
workspace (e.g., office, cube, _
bench etc.) that could be used for umber of Resident Users ©
hoteling as a touchdown space.
. Number of Externally Mobile Users (3)
= Number of Resident Users e
= Number of Externally Mobile Users
> Select the @ next to the field name
for a definition of each term. Naviaate U
avigate Up
@Washingtcn
OBoard of Tax Appeals
S b _t Y D t Caseload Forecast Council
unmi our bata
APA - 0Otoﬁommission on Judicial Conduct
1. gelect ttflue = menu button on the =], SPECE | 0% pepartment of Archacology an Historio resertion
ace tile. —l T ity ID:
p Anlque F;CIIItytI D o Department of Enterprise Services
gency: Departime
2 SeIeCt your agency name Under . eGovemcr‘s Office of Indian Affairs
Navigate Up. Lease Number:
. . i oofﬁce of Financial Management
eThIS WI” Open the agency tlle- oofﬂce of Minority and Women's Business Enterprises
o Puget Sound Partnership
°Washingtcn Citizens' Commission on Salaries for Elected...
QWashingtcn State Commission on African-American Affai...
bWashingtcn State Commission on Asian Pacific America..
ﬁWashington State Commission on Hispanic Affairs
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3. Expand the Agency Notification tile, if
needed.

4. Select the = menu button on the
Agency Notification tile.

5. Select/Edn

6. Populate the following fields.
= Baseline Data Complete
=>Field is defaulted to No.

= Update the field to Yes if you are
ready to submit your baseline data
to OFM.

= Fiscal Year (pre-populated)
=>» Do not change this field.

7. Select SAVE AND CLOSE

=>When you change the field to Yes
and save the record, the system will
send an email to OFM and the user.

=>When OFM approves your data,
you will receive an email from the
system.
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= @ Agency Notifications 1
Q™

APA Agency Notifieation LV 2009 . | -
Agency Notification APA Agency Notification
Agency: APA Agency Notification
Inventory Report Status: No
Agency Inventory Submitted [

Manage

Select
@ Open H
.

o
| Delete

Baseline Data Complete

No -

Agency Baseline Submitted Date

Fiscal Year

2022

SAVE AND CLOSE Cancel
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